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Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 
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.  FIiTAITGB  DlVISIOiy  I.IEHORAi":DuM  rIO.  13 

To:  Chiefs,  Rer:ional  Fiscal  Divisions 

Subject:     Fiscal  Policies  and  Procedures 

The  functions   of  the  Finance  Division  in  '.jashinrcton,  D,  C,  and  the 
Regional  Fiscal  Divisions  vfith  their  co:;iponent  parts  have  been  made 
knoY.n.  to  you  frorn  time  to  time  throu;:!^  the  issuance  of  various  mem- 
oranda and  need  not  bo  repeated  herein.    It  seems  desirable,  however, 
to  stress  the  fact  that  althour^h  eacli  one  of  us  is  assigned  to  a 
particular  rc^.ion,  section,   or  other  unit,  T;e  are,   in  fact,  part  of 
one  organization'^that  must  operate  in  a  coordinated,  unified  msnner» 
It  is  hoped  tlif'-t  'every  a.djninis trative  official,  supervisor,   and  indi- 
vid-iLal,  mav,  ©btain  a  m.ore  thorou.f:;h  understand  in  j:   of  the  res  Dons  ibilities 
of  his  position'  end' 'tho/'-i'elationship  ivith  respect  to  the  organization  as 
a  whole.    To  accomplish  this,   it  is  necessary  that  v;e  establish  a  work- 
ing undejs tanding  based  upon  mutuc.l  confidence  ajid  coordinate  our  efforts 
in  the  accomplishment  of  the  functions  assigned  to  our  organization. 

As  mc^nA.-  of  you  are  aware,  ire  have  failed  to  attain  the  desired  operating 
efficiency  duo  to  a  great  many  varying  circum^s tances  which  will  not  be 
reviewed  herein.     It  is  desirable,  hovrever,  to  set  forth  a  poli-cy 
basis  on  i.hich  im'orovem.ent  ma^"  be  e::oected» 

The  responsibility  for  devising  accounting  end   related    procedures  and 
teclmiques  has  been  delegated  to  the  Office  of  the  Chief  Fiscal  Officer, 
The  installation  of  appi'oved  -.n'ocedures  and  the  genora.l  supervision  of 
all  accounting,  voucher  revier/,   cashier,  pay  roll  and  related  operations 
rest  in  the  office.    Every  effort  v/ill  be  made  by  the  Fincnce  Division 
to  devise  carefully  planned  procedures  irhich  give  consideration  to  re- 
quirements of  individual  offices  and,   at  the  sam.e  time,  function  ef- 
ficiently with  respect  to.  the  organization  as  a  irholo. 

At  the  present  time,   it  is  necessary  to  mahe  deteimmations  and 
establish  policies  and  procodurCs  based  prima.rily  upon  iaiovj'ledge  gained 
through  reports  end  correspondence  subm.itted  by  the  several  Regions.. 
It  is  desirable,  however,  that  each  indii-vidiual  consider  methods  of 


-2- 


improving  proccduro  affecting  thoso  operations  on  -vvhich  ho  is  working. 
The  Chief  Fiscal  Officer  should  bo  advised  through  the  Chief  of  the  Regional 
Office  of  any  such  recormnendations  that  are  believed  to  bo  of  merits 
Frequently  forms  and  procedures  are-. devised  at  Regional  Offices  which 
supplement  prescriptions  of  this  office.     Copies  of  all  procedural 
memorcjida  end  special  forms  should  be  forwarded  to  this  office  as 
they  may  be  of  value  in  the  preparation  or  amendment  of  procedure 
issued  by  the  Finance  Division  for  the  use  of  all  offices. 

Under  no  condition  should  prescribed  procedure  bo  changed  without 
prior  ap^Droval  of  the  Chief  Fiscal  Officer,    The  requirement  is  an  es- 
sential to  the  maintenance  of  a  coordinated  and  uniform  procedure* 


Chief  Fiscal  Officer 


